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security Information

87-50 and/or 5F-52 FIRBONMEL ACTIONS
(Jene, July snd August 1953)
SE ARBA DIVISION
MONTH
TYPR ACTION TOTALS June  July August  AVERAGE
ToTAL - R | 2 28
Appointment 8 3 k i J
Reassignment 36 8 18 10 12
Promotion 16 8 b k 5
Conversion 2 - - 2 1
Name Change 2 - - 2 1
Resignaticns h 2 X 3 1 5
Haternity Leave - - - - - ?
LoP 5 2 2 1 2
P5X1C
Betwrn to Duty 1 1 - - -
Other - - - - -
SECRET
Security Information
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Security Information

¥ajor Records Mainteined By Fersonmel snd Training Cesticn, SE

1. Indi.vmul Pe. 1 Files - (of Btaff Snployees) Divided file
in the Fersomwl Office, containing
dom uvm into four groups - parsonnel actions, travel

and financs, training snd general correspondence.

2. rosition Inveutory Recerd - In leu of 3 position inventory
of cards such as the widely used OF Porm hb or Stendsrd
Form 7, the SE record consists of s typewritten list of T/0
slots with incuasbents or changes written in ss sotions ovecur.

Forms OF-Ld supplied by the Persomnel Cffice are not used but
are being held until such time as the card recerd can be set

Upe.

3. Alphabetical Lecator Card - 3x5 card record indicating neme,
carear ¢, date of grade, atation, yeturn date,
T/0 slot number ompieﬁ, actiona pending, location of incumbent

(Tﬂ! hﬁ&; ete,).
k. Pseudo File - & tandard three part system of 3x5 cerds.

S. Miscellaneous % File - Copies of personnel rsports pre-
on ~ ons, strength, career service and simllar
dats.

SECRET

Security Information
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ecur®y Information

FUNCTIONS OF S& PERSONNEL AND TRAINING
PUNCTIONS TENTATIVELY RECOGNIZAL AS PROPERIY PLACED
¥ CENTRALIZEDL I | |

Maintenance of current information and status of"r/t“f'- and
Position Inventory Records {normally Forms OF Xb - in the in-
stante of SE, Presently only a typewritten list).
Coordination and review of the Personnel Xvalustion Reports.
Coordination and review of Contract Agent Check Lists.
Servicing snd support of Career Service Boerd Activities by:
8. Providing sdvance information en returning personnel.

k. Providing susmsry information on numbers, grades, dates of
grades, location, etc., of paersonnel by career category.

¢. Haintaining control end follow-up on the application of
training prescribed by Career Service Board Actions.

d. Preparation and processing of S7-52 and such other supporsing
Papers as may be required 4o accomplish perscanel aotions
and maintein current information on status of sueh sctions.

Briefing of emplayees prior to oversess movement. (Supplemental
to brisfing provided by Central Processing.)

Correspending with elements of the S Divisien, headquarters
and field, on matters of inquiry, policy imterpretation and
procedural instruetion.

Providing routine perscnnel advice and assistance to 5B persommel.

Security Info aﬁon’ ST
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; niormation

25X1

2. Xo setus! vecord o»f work ‘osds ez avallabls ln the Teetiom.
e foliowin: estisgte, howrer, wie cade by the Thiel of the
Zection s 1t the appertionvent of time of his perzomvel durin.

a mooth,

Tape of ¥ork Lomd dours per Homth
Precaving Pieid aub-at lctsents £
Prepacing veports 21
led er postinge #6
Avprovel of Punde LY
Cadles prepersd 1€

Cabien and dispatobes souted throu-h JSegtion
for Comgurranes
Corfererane and uweatincs E
Revievw of Maculstory lssuksocs
Axeot Suiy status reporis reviewsd
Helntenmnoe of Tes! Pand
Preparing of travel voughers
Prepering of tmevel ordess
Preparin: Hoowst Tor Adarce
freyac-in: and Deviewin, Clales

o o Z.Yl

Secunty ‘nit;rm&ﬂ&“l

wﬁﬁgﬁkrgg

e
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Type of Work Lowd Hours per Momih

Maintenance of Tixe mud Attendance

teporte ¢
Dietributin; pay checks 12
Mak!ns iow sautvies ¥
Zeview of projesss for Adeisistoatle Pians £
Provaring felsbursenent Youchers Y
Haintainin: pendine £41%e oo terpizmtion dnten

of Contyects Houe
Maintaining 8 eorrespendiecce gontral ni

finanoce s8tters )
Iuldcet preparaiion LTy
Adninistrat]ve HSeview o7 Fleld Buwtis

Aggouat inan 18

e it 2

Totel “TE Hours

Based om & 22 dey nomth and an elght hour 4day, three pecple
wonid vroduce 8 tots:l of %20 bours productive lwbor per nonth,
{ x22x8)

Amsuein: that Ao e wrege of tweuty days annual joave and thirtees
days 8ick jesve was bein: soocrusd by esch imdividuel in the Cegtion,
8 total of 12 Lours per yemp Or sixty-e£iz hours per sonth of lesve
tise wunt be secounted for, (20x8x°) £ (1 x®x°) ¢ 12. This

wouid lesve a vet af M2 hours (sxglusics of isave tiva) produc-
tive lebov per worth,

4. It ahowif be noted that 160 of the TR nowrs agcomied for in the
procedin: yeracraph wes spportioned tn "Comlersnees and Heetincs”,
‘e soounty Lo Four fuil weshs per nouth of one (odisilduml’s
tire, 1t is §ifficult 3¢ understand why so xuek llve mwt bo
Asvoted to eonferencee ond restings and (» sssumed that, in srder
to de«gte 90 mugh tize o the Femetics, the persomnel in the

25X1

attendance was sn (odividue? from Yhe Floance Division who bad a)l
the necsssary inforagtion, It would sppesr ibat he financinl
briafing oould be Jose By the cses offiger and the represeniail-e
Proe the Finaner Diviglon. Bodcet Weriefing is seidor, 1€ ever,
reruired in these instances, Fipange Division states 2kt 4t will

A
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Securily {nformation

Bivision on the woathly I Nschime Acgountiag fora. Altboush

attpation wes ealied 1o this in grevisus reports, the altuation

is soricus endugk that 1t ehould asnia be esphenised thas un -

iesm tais prolien ix resoived either wir finuselinl records

wiil B0 LoaCuretts or A2 WEOsRsAry dmouut of tiae will have

t2 be sipanded by perscuvel sssigned o the Aven 25X1
25X1 | [to earry cut the respomsibiiities § ™y
25X1 thas] ‘ | Tue

Conptrolieor vas Initiated action Sc correct this deficlency ané

bas sssigoed his Technleal degsusting 3wt to the teak.

Jo An asalysis of toe work losd of tne Jectics disciosed that M
Louwrs per sonth was belay sxpended by this Uivisiss perfoca-
ing sbe fusction of preparing tywvel vouchevs. As recomanndsd
fu previous reports it i suggested that this fussticse be
sentralised fa Cemirel Froceeaing Bressh of the CIa Perscame)
Grfies.

ke &0 sutionted twpaly-sce Dours vas expanded By personnel f the
Budget and Plecal dection on the Fusetise of preparing travel
arders. It 18 sloo Balisved thmt the centrelisstio: of this
funetion in the Central Frovesatng Mresct stould substantially
reduse the sasder of pespis within the Agengy perforuing this
fenoticn,

1. Certain soticns on csbien sl dimpstobes o e Fleld yeriaining
10 puawly teciniesl fisence sattcrs bave bheen sselsned 10 Plasnee 25X1A
Biviston | These sctiocs are
specified as folioes:

(1) Matters pertataisg t¢ change of funds custodiasaiblp, lous
or shortage of funds, preparation or subalission of fisee-
clal spesunts, wad loguiriss soacesning the clasification
of fiseal ssgulations sr instretilions.

{2) 1laguiries sr isformasion pertaining to stwetuws of segroll,
allowanes, travel, and other Tissnciel aceousis; snd to
depanits, slvenses, per dien, axd pevsonal e¢lsisze.

(3) tmtters pertalsing to lemve belszces, retiresent, tax
Seductions, desipations of Ansurenoe and batk sllottees
or changes YLwreaf,

(V) satters pertaiaisg to deducticn for buspltaiisstios, 1ife
fusaranes, and Crediv Unice,

Although Ploarce Division is sssigoed the responsibiiity for
mtize o these suttars, 1t ls secessary for Fiasoee ldvision to
forewayd all these cables and dispatetas %o the Area Uivisioe Budget

efw
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Seculy Informafichi

sud Tisoal Officer for ¢cordinetion and rolssss. This pro-

cedure Laposes & work 108d on the ssetion {60 hours per month in
ende of 57 Ddvision) that sight cosceivable Do ollisissted, Ia

sll cases theve are tachaical matters sad ajperestly 30 not
involive oparstions yot the Budget and Fiseml Tfricar zust resd

£11 3P thoss sebiss and diapatohes o which he takes 1itile or

5o se3ion, Jf iz belisvsd Thst o the laterest of apaed apd
2ffigieney, congidrvating should De ofwen the thouat of elivia,
iematns guthios iy % perely technizal finansge diazaiches and cxdles
te Pisacce Divisiom. Hisee Fimance Divisiosm eursentiy bas the
relssoing suthority o[ | cables, ample precedent hes beeu 25X1A2D1
estaklished to adopt ths Above suggestion.

25X1 v, The Chisf, states that saple controls
exist within the Division o pre thoss docusents oblizeting
funds sllotied to the Chisf of be Divieion Trom lesving the
Division without proper svailadility of funds cersiflcatiocs.

b, CONCLUSIONS,

a, Orzmnizsticoslly the k& appropriately lo- 25X1
eatod ax a Begtion of the| ;Fr the Divisiom, 25X1
It is Imperssive, however, 7 Adeinistrative

Btaff is coznisant of the fact that all allctaeuts sre sade
o the {hief of e Area Division and that the prieery wlesion
25X1 of toe | is to prepave annual bulzets,
to sssure o Chied of the Dicieion 1thaat the funds allotted %o
bin will not De over-cbligated and Pinunce ectivities of s Aduinis-~
trstive Stalf support nature,

b. It does mot appear that the correct eupbasis is placed on the
various dutiea being perforsed By 25X1
of the 5% Divisien, It the performance of the Mim“,

1t should always be dorae in nind that all sctivities in sddition
to those smusersted iz ths precedin: parajrepd Gro ascomdary.

e, It should ageis be stressed that tuls sxsalaer strssgly Believes
that namy lomdscuscies indicated By this stuldy would bave besn
evaided by an effegtive taspecticm progems withis the Agewey.
Kepulsticos and assigned funetions jodicate thmt the responsibdility
for cendueting this prosras is that of the Cowptroiisr's office
ir conjunction with the sppropriste elemeamts of e ID/P,

PRIy 1% ey 1% 84, 13 ﬁi' and it ¥, o Tk Fegulstioo

Gated 20 Haren 1972 specify thosae applicable fusetions

of the Coxpilrolier.

4, Althouh 1t is understood thet coesideration L9 belsng plves %0 the
sssigoment of cue sdditional individual 4o the | 25X
Section of the SE Division, it is Delieved that the facts presentsd

25X1A

g

. b & P
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in this atudy do not spparantly warrant the aes!i msat of over

thyeo positions to the Jestian st the presest tins aad further

?;t b:gr mﬁw and Wkﬂm of recoseecdations (3) spd
below, eetion oun effectively dischar-e fts primry

with & T/0 of wwo, Y ‘ Heston

5. BEOGHWINIaTIONS,
&, It ip recoszeended that?

{1) Instructions be siven the various elements of CIA ristive
o precedurss, types of records 0 Be maintained snd general
explanations ressrdicg toe 4ifferemce Betwwsn an allotment:
control protedure and & groperty amthorisetion control
srocedure of OF mod 00 funds. This situmtion sgain Gesmon-
sirates the pesd for centralismed training on Budset and Pises)
vatters sbd it is assin Seaired 4o 0Ll attestize to the
fellovwing recammendation unde {n & memorendws from this
exnuiner o the Canmptroller dsted 29 July 1953

"The Cosptroller should request the Directer of
Training t0 establish & short coneise course of imstruection
for the Budget and Fimaose Officers of the various elements
of UIA sod request all allottees torzake their Badpet sad
Finangs Officers availabies for suchinstruction, The
Camptroller's offise in gomjunction vith the Director
of Training shouid design the courss and toe types of
forms to oe used, This will huve the effect of sventually
standardising witain sil elevents of CIA the sceounting 25X1
syetens and forws approved By the Cemptroller.”

ﬁ“ny !,ﬁ)!«(s;m__,,,gm
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c ) )
seeurity dridormation

i1 ! tice charges exslusive of thoss necessary
?mm yerscnnl affects e charzed sgainet ome

(8) T preparstion of trevel vowchers for gtar? loyees
az«mwcuummnmmmm{?h?m:m
Brevel of the Persemnel Offtee, CIA, '

(9) The fusctions of preparing travel orders e vithdsews ;
n T
Area Divisions and Staff slsments of tde DB/F asd msg ﬁi
the Contral Provessing Breuch. Tnis centraiisation would

nov boing preparod snd therehy redwos the nasber of persomnel
mummmmxmmmmmwuiu
Wwie typeuriters now neoded is the DU/P slement.

(m)&mumm.:wuﬂﬂmnw
and inwtalisd, these Division slements responsibis for inttia-
tmamttw%tmhmmmuumt
‘Snd specific a8 PoeRibls in their inisisl reswest and there-
ummmamxmm.

(11) Relessing sutbority ou dispatehes snd sables %o the fisld
dated A Jume 1951 be delecated to Chief of

(12) Taw Comptroller’'s office in comjuncticn with the apywepri
elaamat, Of the DU/P {netitute & more effective inspecti.

ood sudit progren Wharehy all Arves Divisiom
[ will be pertodically inspssted mlmm—l

(11) The slements of the DD/P sod Office of the Couptrolier
mmumtumtcmmnMMntm
Mmmmﬁmwwm.

P

e
CHORT

15w
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SECRET

Seeurity information

Pameticas of

1. Prepare a1l dlvision Dodget sstizntes snd reguasia Tor Budpet
allotssnts. Pregare sllogations for al!l prolects and sxh.aljotomnts
te field stations.

2. Perfor: & ¢ontinuous reviow of Boflzet sgtinates and sxzenditures 4o
ensure ¢omplianee with Agency etanfards and rejulations, eonferring
with the opereting Nranchee end FPieid Zuntions as necessary.

i, Prepare all voughers, sdssxces and assountisg® for tvavel and per
diem of ali Divieion perscnpel. The secouatings sosetiivnes ipvoive
lengthy TUY tripe to the Field involving changes in Per Diew and
foreign currency spplicable to the warious goumtrias visited,

b, Prepers al: Di.ision tesve)l ardere for treavel By stal? sspioyees snd
StafT agents in U, &, and to sxd Teou Yield statices. Coordimste
&3 forelgn travel with foreign areds to b visited.

4. Preopare and subsit all divisicn reisborsement vouchors far ali of the
warious types of expenditures asde by wtal? smpioyers ané aszents.
Frepare and subels regussia for sdvanges of fucds,

€. Perforr sdzinistrative review of all Tield station agcount lngs,

Tv  Prepars cOmmpnicutions &3 pecessary o fleld stations regarding
Bodgetary and Piecal smivers.

. Prepare duty stetus reports for Readoukrtars controiied msent per-
soumel | |13 [fier&.

10, Maintein all Diviatiom files snd regords ou Yudoet and flacal wmatters.

11, Meintain alistzent snd expenditure control ledgers And vecords,

12, Frepsre alil time aod attendanss aporis for Sesdowmrters persomel,

Pigk vp and doliqery of all payroll ebecks, voucherud asd umvouchered,
¢ bendgunrters persaunel,

(S

ERR A
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Halotain rweord of all lsase and orertize porforeed by Hesdeumriers
persincel aud prepare bi-weekly Division report,

Bevisw Tinaceial dsta 22 £l] prelsets snbmitied for syproesl or rensel
azd mnke necesssYy reciscendailiong in eommscition therewith,

Faeord Tipgnelsl drts se approved on a1l proletie.

Review all propoeesd new regulations coverime Finsncisl asd bolyetary
smttere subslitted to Division for approwl and/or comment.

saintain Division taxi fund sad scecuntings (a counection thersviih,

tevieving seoounting postings and takine selion whan negesgary %o
corregt earrcnsous cherges and postings.

Courdinate all dissatohes snd oabies o 5K f{eld simtione pertaining
to fizesl and budpptary vhisrn are yrepared by Fimmnee Divigion ar
othar officee.

Maintain suapense File ecveriny 4dispstohes snd oabies ou Floaneis: bud-
geiary, issursoee and credit uniom satters Towvwarding to Fipance or
sther offiges Tor setim.

Anmlyse statessnts of sdvanges to I persconel aed take agtion Lo
cUrregt errora.

Prepare requasts for approval of overtise for Divisios,

Fragere requests fer Speeisl, Fepresentation, Scusiisstion, exiended
Par Dies, and other Mardship silowances.

Propare BGtione 1o write off ualisvideted and uses)iszctable adssnces,

Maintaln pseudc asd trus tmce regerds of sil SE personnsl, boih st
Yesdoumrters and iv fisld,

Frepare 2ominly obligstion resoris for all Division alloteoents.

zeviev of projects for dctersinetion whsther Adminigtrati-e plsn i
recnived and assisting case ofticer in the preparation of sugh plane.

Gocaginmal tripgs outside of Jashington in consection with operetiosal
setountings and fisancisl maiters.

Maiptain travel ovder log of travel arders lesued Tor 5B personmel,

Maintain card £ils records of af-snces (scued snd agctuntingg recelved
of ali Division persommel im U. &,

“

i~
N
(SRS w5

2
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urity ormation

Sonpute, compiete and apyproce travel vouckers forwarde? froe field stations.

Approve truvel sdverced, raguests for paymsnt, sceountinge, snd reisburse-
»est vouchore (v shwenge of Chisf of Administration,

Bsoeive mil Division ineuwming dispatelws and cables coveriag Minaoecial
and Mdgetary matters, sad sither teking the setiom raruiped *harewith
or forwardisg to appropriste offige for setion

Furnishing to Pirance Divislon sod epproving of abar:es to 0F allstoents
principally with respect to expenses ineurred for OF oseavations in
othar sreas,

Perfore ewehk her dutiss as directed by the Clief of Adeinistrstios
and {ozietics or D1 fstom Ohief,

. SR
.o o
st

3
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MENOPARDRE. POR BRCORD BATE: 29 Aupuet 1943

GUBIACY:L  Aguownting for Fuwis Allotted to Azen Divisions sod to
iogiatios Uffice for Seuipnent asd Supplies (Ubjeetioma
sod Aduisistretive),

1. Duriag the ssurse of the Ol Zerview Survey of Adminte-
trative Punctlicns wisain the 5O/F Complex, cueeticn wae redsed by

| (oMl Service Management dnniyst) Peletive to Sbe 25XK1A9A
senser o vikh Laglstics Office willi weeount Zar "G6 and 09 25X1A9A
womay during the FY 15%6. It wes Dews| | enocept shat

the iogistice Office will saintals sub-aliotneet ledgers by sutborised

prejeet and thyrough thie wedia control "08° est "O8 wosey on e

projest Wasls. mwmmmmuwww
diveciive whisk specifies that the ‘slilottes” of Cunds wii: asstadlied
and anintais swek scouunting &8 nesessary %o properiy obligete asd
soxtrel funds slliotted,

2. A ooanimation of dosunents which heve Daen writtes relstive
0 e shove subijent Ladicates tiat tieve is ross for coufumion wity
regard o the crganisstionsl eloment within the Agency respoasidis te
sooomts for axd control projest allotmest Tunds. Thids condusion
mummmmwwmmu
the tars “allottes ', ummwmwum,n
mwmmwma-mgum ‘sliottee” for
“o8" smd 09" funis withain the Ageney emd theS, s such, is responsidls
far malatanance of dvtailed socountability (1.s. By projeet) for all suen
funds slistted. In enotber portion of doousents exexined, howewer,
the “‘slistees” iz speeifissliy designated s the ares division or stefy
offien initially Yudppting Tor all b fusde, with regesd W the sle~
want vesponsibie fur scsourkabilisty and coatral on & project and progres

Sanie.

atFien sarifies tais pecbies ot i rioes ¢ & oy OIASE
ares toa the L

$f sorvest, is 181t t0 W8 & very resscasdle eaglanation of the maver vt

45 whiak sugh Tusds wiil b somtrolied, | $nterpretarion 25X1A9A

of axistisg douvments o sabjegt s % aren divisions will mmin-

tsis one type of fag (speeified So direstives) for ail funds

allstted dirsetiy to ®uge 917, "OR, "03°) sl another sssoumting

mm(mwm thﬁwwmmmm

bulk s for proturesent of séeiaistietive sid epsvetional suppliss end
squiywent,. Under this pruesdure, the only Tusds eootrol that wiili b
watstatond 3y She Laglaties OFfiee 13 thal Desessery %o assure ket Y

palk sws allotted to Logisties Office far “OU° amd "0 juposes is not owere
aitgated. Turther, uwier swh prossdure the ares divisionsg wili eccotizuwe to e

SFCRFT

ce ak
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Securit nformaffon’

responslibie oy -mintaining mub-allictuant secounta for progrmss and
projects, wad for controliing a3l expendituresr Tor seath proiect,

| 25X1A9A
Inspeection and leview ficer
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